August 23, 2000

TO: All State Directors
Rural Development

ATTN: Program Managers for Single Family Housing and
State Environmental Coordinators

FROM: James Kearney
Administrator
Rural Housing Service

SUBJECT: 1999 Management Control Review Report
Single Family Housing: Direct 502 Loans

The 1999 Management Control Review Report referenced above made severa recommendations
for corrective action. This unnumbered letter responds to Control Objective #5 and Control
Objective #6.

Control Objective #5: “To ensure compliance with Agency environmental regulations.”

Recommendation: “Provide guidance to the State Directors in the form of an unnumbered letter
which clarifies responsibilities and provides a basic training outline for employees completing
environmental reviews.”

Response: The National Environmental Policy Act (NEPA) of 1969, supplemented by the
Council on Environmental Quality’s regulations for implementing NEPA (40 CFR part 1500-
1508), requires federal agencies to investigate the potential environmental impacts of their
proposed actions before making decision on whether or not to participate in the action. This
process of investigation and analysisis referred to as the NEPA process. The NEPA processis
intended to help public officials make decisions that are based on a clear understanding of the
environmental consequences of the proposed action and to take appropriate actions which will
protect, enhance, and restore the environment. This includes implementing mitigation measures,
which will either avoid impacting the environment or, at a minimum, will lessen the adverse
impact on the environment.

Responsibility for NEPA compliance rests with the federal agency. This responsibility cannot be
delegated. Nevertheless, applicants are expected to become familiar with federal environmental
requirements and, as necessary, to cooperate with the Agency in the collection of environmental
data, to assist in the preparation of the environmental review, and in the resolution of
environmental problems.

EXPIRATION DATE: FILING INSTRUCTIONS:



August 31, 2001 Administrative/Other Programs



Agency employees involved in the Single Family Housing program need a certain level of
environmental training in order to adequately fulfill applicable environmental compliance
requirements. Attachment 1 provides a detailed outline of the subject matter which needs to be
covered. State Environmental Coordinators should provide this training and should use
Attachment 1 as a guide to establish their own agenda. All employees working in the direct single
family housing program should attend. Since these environmental requirements are equally
applicable to the single family housing guaranteed program, those employees should also take
advantage of this opportunity for training.

Control Objective #6: “To ensure compliance with the Agency’s Flood I nsurance requirements
and policies.”

Recommendation: “Provide guidance to the State Directorsin the form of training to State
Environmental Coordinators on the completion of the “Standard Flood Hazard Determination”
and Agency responsibilities related to flood insurance statutes.”

Response: This training was provided to the State Environmental Coordinators at the
Architectural & Environmental Training held September 13-17, 1999, in Arlington, Virginia. A
copy of the lesson plan dealing with proper completion of the “Standard Flood Hazard
Determination” formis enclosed for use by the State Environmental Coordinators, who should
provide training on flood insurance as part of the environmental training under Control Objective
#5.

If there are any environmental questions, please contact Sue Wieferich, Program Support Staff, at

(202) 720-9647. All other questions should be referred to Betsy Fletcher, Branch Chief, Single
Family Housing Direct Loan Division, at (202) 720-1486.

Attachments

(Attachment 2 not Automated)



Attachment 1

Basic Environmental Training
for
Single Family Housing Programs

Agenda

Welcome/lntroductions
Course Objectives/Review of Agenda

Overview: The National Environmental Policy Act (NEPA)
and the NEPA review process

The nationa policy, goals, and mandated procedures set forth by NEPA,
How NEPA changed the way federal agencies do business,

How requirements of other federal environmental statutes are incorporated into the
NEPA process,

Who is responsible for NEPA compliance,

What are basic sources of environmental information,

Initiating NEPA early,

Public involvement,

Classification of federal activities (CATEX, Class| & Il EAs, EIS),
Define and discuss area of potential effect,

Define and discuss identification of protected resources,

Define and discuss identification of direct, indirect, and cumulative impacts,
Define and discuss aternative analysis,

Define and discuss mitigation measures,

Define and discuss the finding/decision document,

Discuss differences between EA and EIS (significance)

Violations of NEPA and other statutes.

Source: 1998 Training Manual: “ Historical Perspective: NEPA.”
Overview: Key sectionsof RD Instruction 1940-G

Select pertinent portions of following sections of RD Instruction 1940-G for review and
discussion. Some important paragraphs are suggested:

81940.301 (c), (d), & (h) Purpose.
§1940.302 (b), (c), (d), (e), (f) & (h) Definitions.



§81940.303 (@) through () General Policy.

§1940.304 Specia Policy.

81940.305 (a) & (b) Policy Implementation.

81940.309 (a), (b), (d), (e) & (f) Responsihilities of the prospective applicant.
81940.310 Categorical Exclusions.

81940.311 Environmental Assessments for Class| Actions (brief overview).
81940.312 Environmental Assessments for Class Il Actions (brief overview).
81940.315 (@), (b) & (d) Timing of the environmental review process.

§1940.317 (a) through (g) Methods for ensuring proper implementation of categorical
exclusions.

81940.324 Adoption of an environmental assessment prepared by another federal agency
(brief overview).

§1940.330 Monitoring.

§1940.331 Public Involvement (brief overview).

Exhibitsto RD Instruction 1940-G (brief overview, eliminate Exhibits J, K & M).

Single Family Housing L oan M aking and the NEPA Process

Discuss Chapter 5 of the Direct SFH Handbook as guidance in understanding the requirements of
1940-G and point out that Chapter 5 in no way replaces or supercedes any of the requirements of
1940-G (see Chapter 1, section 1, 1.1, last paragraph).

Source: Chapter 5, section 3, 5.8, A, B & C, of the Direct Single Family Housing
Handbook (HB-1-3550).

State Natural Resources M anagement Guide

Discuss the purpose of the State Natural Resources Management Guide, how to use it, and point
out any requirements of State environmental laws that it contains.

Sources: Your State Natural Resources Management Guide and 81940.305 (d).
Form RD 1940-22, “ Environmental Checklist for Categorical Exclusions’

Review Form and discuss its proper completion. Reference 81940.317 (e), (f) & (g) and
elevation to modified Class | assessment.

Source: 1998 Training Manual: Environmental Reviews: “Categorical Exclusions.”

Form RD 1940-21, “ Environmental Assessment for Class| Action” and Exhibit H, RD
Instruction 1940-G, Environmental Assessment for Class |1 Actions’

Briefly review Form/format and discuss their proper completion.



Source: 1998 Training Manual: Environmental Reviews: “Class| & 11 Assessments.”
Minimizing duplication

Briefly discuss adoption of other federal assessments and incorporation by reference of other non-
federal material.

Sources. 1998 Training Manual: Environmental Reviews: “ Adoption” and reference
§1940.324

Public Notices and Public M eetings
Briefly discuss public notice requirements and public meetings.

Sources: 1998 Training Manual: Public Involvement and §1940.331.
Protected Resources and Compliance Requirements

Discuss of each of the protected resources (some may need more emphasis than others). Discuss
the required consultation procedures with the agencies providing technical assistance.

Wetlands. Executive Order 11990.
Hoodplains. Executive Order 11988.
Important Farmland: Farmland Protection Policy Act.
Endangered and Threatened Species and Critical Habitat: Endangered Species Act.
Historical and archaeological sites. National Historic Preservation Act.
Wild and Scenic Rivers/Nationwide Rivers Inventory: Wild and Scenic Rivers Act.
Coastal Barrier Resources System: Coastal Barrier Resources Act.
Approved Coastal Zone Management Area. Coastal Zone Management Act.
Sole Source Aquifer Recharge Area: Safe Drinking Water Act.
10 National Natural Landmark: Historic Sites Act.
11. National Historic or Scenic Trail: National Trails Act.
12. National Wilderness Preservation Sytem: Wilderness Act.
13. Other Environmental 1ssues for Consideration:
- Water Quality.
Air Quality.
Noise.
Transportation impacts.
Construction impacts.
Socioeconomic impacts.

CoNTO~WDNE



Sources. Protected Resource lesson plans in the 1998 Training Manual and the State
Natural Resources Management Guide.

Loan Servicing Activities
Discuss NEPA requirements for loan servicing activities.
Source: 81940.310 (e) (2) & (6).
Environmental Constraintson Property Management (REO) Activities

Discuss the environmental constraints imposed on agency repair and maintenance activities and on
leases and management contracts.

Sources. Chapter 15, section 15.7, A & B, of the Direct Single Family Housing
Handbook (HB-1-3550) and §1940.310 (e)(6).

NEPA Requirementsfor Disposal of REO Property
Discuss the environmental requirements for disposal of REO property by the agency.

Sources. Chapter 16, section 4, 16.12 through 16.17 & 16.19, of the Direct Single Family
Housing Handbook (HB-1-3550) and §1940.310 (e)(6).

Environmental Risk Management: Due Diligence and the Transaction Screen
Questionnaire

Discuss the requirements for due diligence in loan making and loan servicing activities.

Sources: Chapter 5, 5.9 and Chapter 15, section 15.8 and Chapter 16, section 4, 16.18, of
the Direct Single Family Housing Handbook (HB-1-3550)

Flood Insurance and Standard Flood Hazard Determination (FEMA Form 81-93)
Discuss flood insurance requirements and use of FEMA Form 81-93.

Sources. RD Instruction 426.2, RD AN No. 3538 (426.2), May 1, 2000, and Lesson Plan
titled: “Completion of Standard Flood Hazard Determination Form.”



August 23, 2000

TGO Rur al Devel opment
State Directors

ATTN: Rural Housing Program Directors, Program Loan
Cost Coordi nators, Contract Program Managers

FROM James C. Kear ney
Admi ni strat or
Rural Housi ng Service

SUBJECT: Rural Housi ng Service Program Loan Cost
Coordi nat or s

In response to a request received at the Contract Program Managers Traini ng
hel d i n Phoeni x, Arizona, May 8-11, 2000, guidance is hereby provided for
assigning the collateral duty of Program Loan Cost Coordi nator for Housing
Prograns in State Ofices.

The Program Loan Cost Coordinator is a Programofficial who serves as the
central point of contact in a State Ofice for all Program Loan Cost issues,
fundi ng, and nmanagenent in the housing and comunity facilities prograns. For
i nternal control purposes and in order to avoid any potential conflict of
interest in obligating Government funds, the Program Loan Cost Coordi nat or
cannot also serve as the Contracting Oficer. Any Contracting Oficer
currently perform ng Coordinator duties should be replaced by a Program

of ficial as soon as practical. Normally, a Program Loan Cost Coordinator is
appointed for an indefinite termby the State Director at the recomrendati on
of the State’s Rural Housing Program Director or Rural Housing and Community
Devel opment Program Director. The assignment of Coordinator could constitute
up to 20 percent of an enployee’'s tine. For this reason, it may be
appropriate to amend a Coordi nator’s position description with the
responsibilities listed in Attachnent 1. In addition, in order to evaluate

t he performance of required Coordi nator tasks and responsibilities, it may be
appropriate to add to the Coordi nator’s existing performance

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
Sept enber 30, 2000 Adm ni strative/ G her Prograns



el ements and standards using the narrative provided in Attachnment 2. For your
convenience in utilizing this information, we have stored this Unnunbered
Letter and the attachnments on the Rural Devel opnent Intranet site at
http://rdintra.usda.gov. They can be found in the Rural Housing Service
Docunents Library.

The Program Support Staff (PSS) maintains a current |ist of Program Loan Cost
Coordinators (Attachnent 3). Please notify Don Stander, PSS, at (202) 720-
2960, with any additions, corrections, or changes to this list. [If you have
any questions or coments regarding this nenorandum please contact Carl

Miuhl bauer, PSS, at (202) 690-2141.

Attachnents (3) (Attachnment not Aut omat ed)

Sent by Facsimile on 08-24-00 at 9:24 am by PSS. State Director should inform
al | appropriate personnel.




August 14, 2000

SUBJECT: Tel econference Calls
TGO Rural Devel oprment National Ofice Oficials

Several nonths ago, the Deputy Adm nistrator for COperations and Managenent
est abl i shed new procedures for requesting supplies and services due to budget
reductions in the Adm nistrative Operating Plan. As a further cost saving
alternative to teleconferencing with one or two other |ocations, we suggest
you first consider using the office speaker tel ephones with multiple people
gat hered at each participating site. This is convenient, |less costly, and
nost office tel ephones can perform 3-way conferencing. Some phones assigned
to division directors and above can perform 6-way conferencing.

When tel econferenci ng needs exceed of fi ce phone capability, arrangenents
shoul d be nade through the USDA Vi deo and Tel econference Center (VIC). Wile
this is more economcal than travel, it is not w thout expense. The USDA VTC
charges a mini mum of $90.00 per hour for 10 lines or less for operator
assisted/nonitored calls. Charges increase by $45.00 for each additional 5
lines. The VTC al so has a $60.00 per hour rate for an unassi sted

tel econference in which users dial in directly with a pass code. 1In this
case, there is no nonitoring or assistance provided by the VIC. Charges may
still be inposed for bridge time by the VICif a schedul ed tel econference is

cancel ed |l ess than twenty-four hours prior to the schedul ed tine.

To expedite arrangenents, Rural Devel opnent offices can contact the VIC by
calling (202) 720-6143, 720-8690 or 720-0209. Wen maki ng arrangenents, the
VTC needs the date, length of time, nunber of |ines needed and nane of the

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
August 1, 2001 Adm ni strative/ G her Prograns



noderator. Please use the appropriate Agency ldentifier shown bel ow when
maki ng a reservation:

RBS=RBS RHS=RHS RUS=RUS 0OCD=0CD O&MW-O&M O her RD=OTH
Conf erence Roons 0204 and 5030 can still be reserved by calling 692-0250. |If

tel econferencing is needed while using these two roons, the Support Services
Division will make those arrangenents.

(Signed by J. Mchael O ark)

J. M CHAEL CLARK
Di rector
Support Services Division

Sent by Facsimile on 08-15-00 at 11:20 a.m by SSD.




RURAL DEVELOPMENT CASH
AWARDS DUE TO HUMAN
RESOURCES BY SEPTEMBER 8, 2000

SUBJECT: Fi scal Year 2000 Reconmendati ons for Monetary Awards

TG National Ofice Oficials, RHS RBS RUS

DATE: August 15, 2000

W have been inforned by the National Finance Center (NFC) that in order for

Fi scal Year (FY) 2000 awards funds to be credited to this FY, all awards nust
be processed through NFC by Septenber 22, 2000. |If you are considering
submitting any reconmendati ons for monetary awards for FY 2000, you nust
ensure that they are received in Hunman Resources (HR) by Septenber 8, 2000, to
allow sufficient time to obtain the necessary review and approval and for
processing. This is the cutoff date for HR processing regardl ess of any later
date that NFC establishes for obligations in Central Accounting Database
Inquiry System (CADI ). The earlier due date to HRis due to the very |arge

vol ume of cash awards that is typically received at this time of year

As a result of Rural Developnent’s limted resources, it is inportant to
ensure that our enployee recognition programis admnistered in the nost

ef fective way possible. Al managers and supervisors should reward enpl oyees
for specific achievenents that produce positive results and ensure that

enpl oyees are given an equal opportunity to be rewarded for their efforts.
Manager s and supervi sors shoul d al so consi der using non-nonetary recognition
such as tine-off awards, plaques, and keepsakes as part of the recognition
program Non-nonetary awards are valued as well as nmonetary recognition, and
the formof recognition is less inportant than the act of recognizing an

enpl oyee’ s acconpl i shnment .

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Decenber 29, 2000 Adm ni strative/ G her Prograns



Al'l managers and supervisors for bargaining unit enpl oyees should use RD
Instruction 2063-B as a gui de when maki ng recomnmendati ons for awards. Al
manager s and supervi sors for non-bargai ning unit enpl oyees shoul d use the

Enpl oyee Recognition Policy for Rural Devel opnent enpl oyees effective April 1,
1999, as a gui de when meki ng reconmendati ons for awards. The USDA Service
Cent er Form SCA-4130, *“Enpl oyee Recognition Nom nation and Approval ,” can be
used in place of Form AD-287-2, “Recommrendation and Approval of Awards” for
non- bar gai ni ng enpl oyees. You can retrieve this docunment off the internet at
http://dc.ffasintranet. usda. gov/ hrd/ cover. htm .

On page 10, paragraph (a) of Exhibit 1, of the comon policy, it states that
for award amounts of $500 or |ess you should add taxes to the award anmount.

Until there is a nethod in place to process awards wi th taxes included, you
shoul d continue to set your award anounts w thout regard to taxes.

For cash awards of nmore than $500, a witten justification is needed as
docunentation. Exhibit 4

of the enpl oyee recognition policy gives an outline of what information should
be included in a justification

For bargaining unit enployees, if you are considering giving an enpl oyee a

| unp- sum per f or mance bonus, the enpl oyee nust not have received a | unp-sum
per formance bonus or Quality Step Increase (QSlI) within the |ast 52 weeks.
The enpl oyee nust receive at least a fully successful or pass rating on their
per f or mance rati ng.

If you are considering giving a Q5I to an enpl oyee, the enpl oyee nust have
recei ved an outstanding rating on their rating of record, or a result achieved
rating with the new Pass-Fail rating system An enployee can receive a Sl or
per formance bonus only if he or she has not received a performance bonus or

@Sl within the |ast 52 weeks. Wen determining this, use the effective date of
the previous SlI, and not the ending date of the rating cycle. According to

t he USDA Cui de for Enpl oyee Recognition, (SIs nust be submitted for processing
no later than 60 to 90 days after the rating period ends. The idea behind
giving a @5l is to provide an imedi ate reward to an enpl oyee for their

Qut standi ng performance. |If the subm ssion of (Sls are del ayed, the enpl oyee
is the one penalized.

If you are considering giving tinme-off awards as a formof recognition to your
enpl oyees, renenber that managers may grant up to 10 hours of time off

wi t hout a higher level of review Enployees may be granted up to 80 hours in a
| eave year (January 1 — Decenber 31). However, an enpl oyee cannot exceed 40
hours of tine off for a single achievenrent. Al tine off awards nust be used
within 1 year of the date received. After the 1-year period, any unused tine
off will be forfeited. Managers also have the option of conbining both tine
of f and cash awards in order to fully recognize deserving individuals.

Due to budget constraints, there will be no certificates of nerit issued for
time off awards. For cash awards of $500 or less, a certificate and hol der
will be issued, and for cash awards of $500 or nore a certificate and frane
w |l be issued.



Al'l managers and supervisors should be committed to ensuring that our
recognition programmneets the guidelines outlined in the USDA Guide for

Enpl oyee Recognition, as well as the regulatory requirements and authorities
under Title 5, United States Code (U. S.C) and the Code of Federal Regul ation

I f you have any questions, please call Junius Scott, Personnel Minagenent

Speci al i st, at
(202) 692-0199.

(Signed by Tinmothy J. Ryan)

TI MOTHY J. RYAN
Assi stant Admi ni strator
for Human Resources

Sent by electronic mail on 08-17-00 at 9:20 a.m by HR




August 9, 2000

SUBJECT: Transit Subsidy Application for Benefits
TG Al Rural Devel opnent Enpl oyees

On April 21, 2000, the President signed Executive Order 13150, which states
that Federal agencies will inplement a transportation fringe benefit program
in the National Capital Region (NCR) for enployees who work in the Washi ngton
D.C. area and offer farecard nedia to all qualified NCR enpl oyees by Cctober
1, 2000. This neans that enployees in the NCR who use mass transportation to
conmute to and fromwork on a daily basis (e.g. bus, light rail, train, ferry,
subway, authorized commuter highway vehicle, etc.) may be eligible to receive
Metrocheks to defray comuting costs. The maxi mum anmount allowable at this
time is $65 per nmonth, or the actual commuting cost, whichever is |ower.

The Executive Order also states that a pilot programw ||l be operated

nati onwi de to test the farecard nedia program Those eligible enployees
outside the NCRwill be authorized to participate in a pre-tax benefit (under
whi ch an ampunt is set aside froma salary to pay for the benefit and the
enpl oyer purchases a farecard or voucher for the enployee). USDA is

consi dering whether to offer an enpl oyer funded farecard nedia program
nationwide at a later date. |In order to inplenment these nandates, the
Department of Transportation will be adm nistering the USDA Transit Subsidy
benefits. The parking pre-tax information will be sent under a separate meno
in the next few weeks. W recognize that there is information that is not
explained in this meno. As soon as additional information is available, we
will dissemnate it to all enployees.

If you are eligible for either of the benefits, please conplete the attached
application, distributed by USDA, and return it to Judy Steer, Rura

Devel opment Transit Coordi nator, National Ofice, Stop 0742, no later than
August 16, 2000. W are sorry for the extrenmely short response tinme, but USDA
establ i shed the deadline in order to neet the Cctober 1, 2000, effective date
of the Executive Order.

Supervi sors and managers are responsible for the proper notification of

el i gi bl e enpl oyees who will be absent fromthe office beyond the

August 16'" deadline. If you have any questions, please contact Judy Steer on
(202) 692-0012.

(Signed by J. Mchael O ark)
J. M CHAEL CLARK

Di rector
Support Services Division

At t achnment
EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
August 31, 2001 Adm ni strative/ O her

Pr ogram



U S. DEPARTMENT OF ACRI CULTURE
PUBLI C TRANSPORTATI ON BENEFI T PROGRAM APPLI CATI ON

USDA Organi zation: USDA/ Rural Devel opnent

Pl ease check the appropriate benefit you are applying for: agency paid
transit benefit or pre-tax transit benefit.
Are you currently receiving an agency paid transit benefit? __ Yes ___No

A. Applicant Information (Please Print or Type):

Last Nane: First
Nane: M :

Hone

Addr ess:

Gty: State: Zip
Code:

VWor k
Addr ess:

Gty: State: Zip
Code:

Wor k Tel ephone Nunber: Last 4 digits of your

SSN:

Prior to applying for this benefit, did you drive to work or use sone form of
mass transit?

B. Mbodes of Transportation to be used to and from workpl ace :
Pl ease provide the nane of the transit conpany/systemthat you will use in the
space bel ow:

Bus Li ght

Rai | Subway Train
Ferry Aut hori zed *Comut er H ghway
Vehi cl e

O her

(expl ai n)

*Any hi ghway vehicle with a seating capacity of at least 6 adults (not
including the driver). At least 80 percent of the total m|eage use of this
vehi cl e can reasonably be expected to be for the purpose of transporting
persons in connection with travel between their residences and their place of
enpl oyment. During these trips passengers will nunber at |east % of the adult
seating capacity (not including the driver).

Pl ease provide the specific type of fare nedia you use (e.g. ticket, pass,
token, etc.):

C. Empl oyee Certification:

WARNI NG This certification concerns a matter with the jurisdiction of an
agency of the United States and naking a false, fictitious, or fraudul ent
certification may render the nmaker subject to crimnal prosecution under title



18, United States Code, Section 1001, Gvil Penalty Action, providing for
admi ni strative recoveries of up to $10,000 per viol ation, and/or agency
di sciplinary actions up to and including di sm ssal.

| certify that | am enpl oyed by the Departnment of Agriculture.

| certify that | ameligible for a public transportation fare benefit,

will use it for ny daily commute to and fromwork, and will not give,

sell, or transfer it to anyone el se.

| certify that the nonthly transit benefit | amreceiving does not
exceed ny nmonthly commuting costs.

| certify that in any given nonth, I will not use the CGovernnent-

provided transit benefit in excess of the statutory limt. |If ny

conmuti ng costs per nonth on public transit exceed the nonthly statutory

[imt, then | will supplement those additional costs with my own funds

rather than use a Governnent-provided transit benefit designated for use

in a future nonth.

| certify that ny usual nmonthly commuting costs are: $



Enpl oyee Signature: Dat e:

D. Transit Subsidy Coordi nator:
Nane: Judy Steer Title: Transit Subsidy
Coor di nat or

Si gnat ure: Dat e:

PRI VACY ACT STATEMENT: This information is solicited under authority of Public
Law 101-509. Furnishing the information on this formis voluntary, but
failure to do so may result in disapproval of your request for a public
transit fare benefit. The purpose of this information is to facilitate tinmely
processi ng of your request, to ensure your eligibility, and to prevent m suse
of the funds involved. This information will be matched with lists at other
Federal agenci es of Governnent-assigned parking to ensure consistency with
node of transportati on checked.



July 26, 2000

SUBJECT: Pl anni ng FY 2000 Year End

TG National Ofice Oficials

This is an addendumto the unnunbered letter sent to National Ofice Oficials
on

July 20, 2000, which provided this year’s contracting cut-off dates. The
Procurenment and Budget Divisions were informed |late | ast week that, due to the
tight schedule for converting to the Foundation Financial Information System
(FFI'S), the deadline for the receipt of all FY 2000 requirenments in the
Procurenment Managenent Division (PMD) nmust be changed. FY 2000 Procurenent
Requests (AD-700), with conplete funding, specifications/docunentation and any
addi ti onal approvals, must be received in PVMD by the dates bel ow and awar ded
by Septenber 22 in order to nmeet the FFI'S conversion schedul e.

W apol ogi ze for any inconveni ence that this may cause. Pl ease contact

Ver oni ca Mbss on

(202) 692-0110 or ne as soon as possible for any planning assi stance,
contracting advi ce and/ or approxi mate processing tinmes. M tel ephone nunber
is (202) 692-0244.

TYPE OF ACTI ON ESTI MATED AM. CUT- OFF DATE
M cr o- pur chase up to $2, 500 9/ 13/ 00
Sinplified Acquisition $2,501-$100, 000  9/5/00
(Smal | Busi ness Sour ce)

Ful | and Open Conpetition $2,501-$100, 000 9/ 5/ 00
8(a) less than $3 mllion 9/ 1/ 00
Task/ Del i very Orders up to $100, 000 9/ 8/ 00

$100, 000 & over 9/ 1/ 00
Modi fications to contracts all dollar amounts 9/ 1/ 00

(Signed by Veronica M Mbss)

for

CRAI G R GORAL

Acting Director

Procurement Managenent Division

EXPI RATI ON DATE FI LI NG | NSTRUCTI ONS
Sept enber 30, 2000 Adm ni strative/ G her Prograns

Sent by Facsimile on 07-27-00 at 4:52 p.m by SSD.




July 25, 2000

SUBJECT: Fi scal Year 2000 Mandatory Cvil Rights Training

TO National O fice Oficials
Rural Devel opnent State Directors

FROM Leonard Hardy, Jr. (Signed by Leonard Hardy, Jr.)
Deputy Admi ni strator
QOper ati ons and Management
Rur al Devel opment

mandatory civil rights online training officially began on June 30'", 2000, with a
ited "roll out"” of 1,000 enployees taking part in a beta test of the course.

| oyees fromthe Rural Devel opment M ssion Area were included in this beta testing and
e provi ded good, constructive suggestions.

re is, however, sone confusing |language in the online material regarding the paynent
this training. The National Ofice has set aside the funds to pay for this online
ining and submtted the paperwork to the USDA G aduate School. The individual states
not required to submt any paperwork, or transfer funds fromtheir individual training
gets, to take care of this training. Al paperwork and transfer of funds will be

dled here in the National Ofice.

that the G aduate School server will not be overl oaded and because of the heavy vol une
USDA enpl oyees who will be taking the course, the Lead Partner Admnistrator wll

gger the process by designating a certain nunber of states to start the training. The
ining will start in the National Ofice to ensure that all the bugs have been resol ved
ore we start the training in the individual states. It is essential for all enployees
sign up for the training and get it conpleted within a reasonable tine frame so the
sion Area can conplete the training by September 30'", 2000.

you have any questions, please contact Helen Cordero, of the Cvil R ghts Staff, at
2) 692-0092 or by email at: hcordero@ dasun2. rurdev. usda. gov.

t by electronic mail on 07-25-00 at 12:55 p.m by CRS.

1 RATI ON DATE: FI LI NG | NSTRUCTI ONS:
tenber 30, 2000 Adm ni strative/ G her Prograns



July 20, 2000

SUBJECT: Unnunbered Letters |Issued in June 2000

TGO Rural Devel opnent State Directors,
Rural Devel opnment Manager s,
Conmuni ty Devel opnent Managers, and
National O fice Oficials

Attached is the list of Unnunbered Letters issued for the month of June 2000.

Signed by Richard A Gartman
for

JEANNE JACOBS

Chi ef , Regul ations and Paperwor k
Managenent Branch

Support Services Division

At t achnment
EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
July 31, 2001 Adm ni strative/ G her Prograns

or earlier when no | onger
needed for reference

Sent by Facsimile on 07-24-00 at 8:25 a.m by SSD.




UNNUMBERED LETTERS | SSUED FOR THE MONTH CF JUNE 2000

Dat ed Subj ect Di stribution
06-01-00 Vol untary Leave Transfer Program (Brigitte S/ D, NOO

A. Sunter)
06- 05- 00 Unnunbered Letters Issued in April 2000 S/'D, RVD, CDM NOO
06- 06- 00 Debt Coll ection I nprovenent Act of 1996 S/ D

Public Law 104-134

06-07-00 Multi-Famly Information System 2 S/ D
| mpl erent ati on Traini ng

06-13-00 Rur al Busi ness- Cooperative Service Business S/D
Pr ogr ans/ Cooper ati ve Servi ces Fi scal
Year 2000 National Training

06- 15-00 Advi sory and Assi stance Services — Cost S/ D
Certifications

06-19-00 I nternet Rate Changes for Housing Prograns S/'D, RDM CDM
and Credit Sal es ( Nonprogram

06- 20- 00 Busi ness and | ndustry Quaranteed Loan S/ D
Program Funding Activity Statues Report —
May 2000
Debar nent / Suspensi on CGui dance for Field S/ D
Ofice Staff

06-22-00 New Travel Managenent Center NCO

06- 26- 00 Ofice of Wrker's Compensation Programand S/D

Federal Worker 2000

06- 29- 00 Busi ness and | ndustry Quaranteed Loan S/ D
Program Di stribution of Fees Received from
Nort h Ameri can Devel opment Bank Community
Adj ustnent and Initiative Program



July 12, 2000

TG Rural Devel opnent
State Directors

FROM Janmes C. Kear ney
Admi ni strator
Rural Housi ng Service

SUBJECT: Non- Recoverabl e Program Loan Cost Expense Fund
Year - end Procedures, FY 2000

This menorandumis notification that all non-recoverable Program Loan Cost
Expense (PLCE) funds not obligated by COB, August 28, 2000, will be pool ed.
Al pooled funds will revert to National Ofice reserves. Only enmergency
needs after the pooling date will be considered for funding fromthe National
Ofice reserves, and there is no guarantee that we will be able to fund all
requests. You are therefore advised to plan the remai nder of your conmtments
this year accordingly. You should also obligate any estimated recurring costs
that you will incur during the remainder of the year such as profile credit
reports which are normally billed at the end of each nonth.

It is still our policy that requests for additional funds not be submitted
until you have obligated at |east 90 percent of the allocation for your state.
The amount of FY 2000 non-recoverabl e reserves obtai ned by pooling the

bal ances in your PLCE Sal aries and Expense Accounts is difficult to estinmate,
but will undoubtedly be extrenely Iimted.

Pl ease contact Carl Mihl bauer, Program Support Staff, at (202) 690-2141, if
you have any questions concerning this nenorandum

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
Sept enber 30, 2000 Adm ni strative/ O her
Pr ogr ans

Sent by Facsimile on 07-13-00 at 4:15 p.m by PSS. State Director should
informall appropriate personnel.




July 10, 2000

SUBJECT: Metro Fare Cards and Shuttl e Service

TG Rural Devel oprent
National Ofice Oficials

Rural Devel opnent enpl oyees are authorized to use both Metro fare cards and
shuttl e services when conducting official business between buil dings.

VWenever it is reasonably convenient and tinely, the use of the shuttle is the
primary transportati on nmethod between the South, School Street, Reporters,
Portal s, NASA, and Park Center Buil dings.

The foll owi ng enpl oyees are authorized to disburse Metro fare cards to
enpl oyees for use while on official business. Al Rural Devel opment enpl oyees
are authorized to obtain cards fromany of the people on this list.

Sout h Bui | di ng

Room 5013 Conni e Rot hwel |
Room 5014 Angel a Chittans

Backup - Nancy Pol | ock
Room 2868 Brenda Tayl or

Backup — Geral d Nugent, Jr.
Room 4031 Debbi e Cooper

Backup — Mary Hoke
Room 6867 Arnita Shipp

Backup — Wet hi a Choi ce
Room 5050 Chris Hunmes

Backup —El sa DelLeon

NASA Bui | di ng

Barbara Herring, Cheryl Harris, and D ane Wygand

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
June 30, 2001 Adm ni strative/ G her Prograns



Reporter’s Buil ding

Toni Br own
Backup — Leslie Rivas

Rossl yn

Mary d arke
Backup — Phyllis Wade

School Street

Nei | Storns
Backup — Sara Lew s

Pl ease assure that your enployees are aware of this menorandum |If your staff
has any questions, they may call Bettina Cooke on 692-0010.

LEONARD HARDY, JR
Deputy Adm nistrator for
Oper ati ons and Managenent



June 22, 2000

SUBJECT: New Travel Managenent Center
TGO Rural Devel opnent National Ofice Oficials

The current contract with Anerican Express will expire on nidnight, July 14 '
Ef fective July 15, 2000, the new Travel Managenment Center for USDA will be
Carl son Wagonlit (pronounced “Vagonle”)(CQWM). Al travelers in the

nmet ropol i tan Washi ngton area nmust use CM at that time. Although there are
still many details to be worked out, the following reflects the |atest

i nformati on:

CW has two reservation centers: The Al exandria, Virginia, office hours are
7:30-5:30 Mon-Fri. The San Antonio, Texas, office will be operational 24-
hours a day, 365 days a year. CW is to be used for all official trave
expenses on and after July 15. The American Express contract is valid
until mdnight, July 14. |If you are in travel status during this
transition tine, we urge you to have the tel ephone nunbers for each
contractor, to enable you to comunicate with both. A 24-hour phone nunber
for CM is 1-800-383-6723.

Airlines, car rental and hotel reservations will be handl ed by USDA

dedi cated agents. OM will make reservations, issue and deliver tickets
for all commercial nodes of travel, and nake reservations for hotel/note
accomodati ons and car rental services. OM staff must provide pronpt,
accurate and courteous service. |If this is not the case, feel free to
notify the Travel Staff. Reservations may be made by phone, fax, e-mai
and on-line. The CM web-site is ww. cwgover nnment.com.

Most travelers will use their individual Bank of Anmerica, Visa charge card
as the formof paynment. Charges not nmade to an individual card will be
charged to the Agency GVTS account. A menber of the Travel Staff mnust
approve all charges to the agency GVTS account.

Transaction fees will appear on the invoice for individual accounts,
donestic and international. Transaction fees nmay be clainmed on the trave
voucher as a m scel | aneous expense.

EXPRI ATI ON DATE: FI LI NG | NSTRUCTI ON
Decenber 31, 2000 Adm ni strative/ G her Prograns



Attached is a Personal Profile form Conpleting the formis optional, not
mandatory. It will enable the CWM agents to better assist you when you are
maki ng your reservations and may speed up future reservations if it is
conpleted at this tine (and faxed directly to CM at the nunber shown on the
form.

We hope this information helps with the transition from Anerican Express to
Carlson Wagonlit. We wll provide you nore information, as it becones
available. Please bring this matter to the attention of all travelers in your
or gani zati on.

J. M CHAEL CLARK
Di rector
Support Services Division

At t achnment



June 15, 2000

SUBJECT: Advi sory and Assi stance Services - Cost Certifications

TO Rural Devel opnent State Directors

ATTENTI ON:  Contract Program Mangers
Chiefs, Administrative Prograns

As you know, cost certifications for Section 515 | oans are consi dered advi sory
and assi stance services. In order to streamine the approval process, the
Procurenment Managenent Division, in conjunction with the Milti-Fam |y Housing
Processing Division and the Program Support Staff, requested a bl anket
approval for these services. The Under Secretary's office approved this
request on April 28, 2000.

Attached for your use is a copy of the approved letter, along with supporting
docunentation and a generic Statement of Whrk for the cost certifications.
These docunents shoul d becone a part of your cost certification file.

The approval process for funds certification has not changed. You should
continue with the procedures that are in place for this portion of the cost
certifications.

If you need further information regardi ng the bl anket approval, please contact
Craig CGoral, Chief, Policy and Program Managenment Branch, at 202/692-0109.

For information pertaining to funds approval, please contact Carl Wagner,
Director, Miulti-Fam |y Housing Processing Division, at 202/720-1610.

Si gned by Christopher A CGomez

CHRI STOPHER A GOVEZ

Assi stant Admi ni strator

Procurenent and Adm ni strative Services

3 Attachnents (Attachment not Autonated)

Sent by facsimile on 19 June 00 at 11: 00 Hrs. by SSD.

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
Sept enber 30, 2000 Adm ni strative/ G her Prograns



May 18, 2000

SUBJECT: Update of State Internal Review (SIR) Handbook

TGO Rural Devel opment State Directors

ATTN: Managenent Control Oficers

The National Ofice officials will soon be updating the 2000 SI R Handbook for
2001. In the 1999 State Internal Reviews, several States nade recomendations
for revision. Additionally, many States have called the Financial Minagenent
Division (FMD) with suggestions.

The FMD coordi nates the updates and publication of the State Internal Review
(SIR) Handbooks. The appropriate National Ofice program adm nistrative area
provi des the annual updates and shoul d be incorporating newinstructions, as
wel | as renmpving outdated questions and references. |In order to assist the
FMD with the SIR Handbook updates, the States are encouraged to send/fax
speci fic necessary revisions and updates.

The FMD will assure that the recommendati ons are brought to the appropriate
prograni adm ni strati ve nmanager=s attention for consideration. Please send or
fax any suggested revisions to the FMD by June 15, 2000. It is inportant that
the June 15, 2000, deadline be nmet in order to assure that the updated SIR
Handbooks are distributed to the States by Cctober 1, 2000. Any subm ssions
received after the June 15, 2000, due date will not be considered in the

Fi scal Year 2001 revision due to the short tinefrane. The FMD fax nunber is
202- 358- 5656.

si gned

LEONARD HARDY, JR
Deputy Admi ni strator
for Operations and Managenent

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
Decenber 31, 2000 Adm ni strative/ G her Prograns



April 27, 2000

TGO Al Rural Devel oprment Enpl oyees

FROM Leonard Hardy, Jr.
Deputy Adm nistrator for
Oper ati ons and Managenent

SUBJECT: Al ternative Dispute Resolution (ADR) Program

The Rural Devel opment Gvil Rights Staff recently distributed a panphlet on a
newy established programcalled Alternative D spute Resol ution.

The panphl et contains inportant information about creative nethods of

resol ving enpl oynent discrimnation conplaints. The panphlet is intended to
provi de answers to questions you may have about ADR, and the role it will play
in effectively resolving workplace conflicts.

ADR is available to all Rural Devel opnent enpl oyees, but bargaining unit

enpl oyees nust consult their union representative before participating in the
program

The panphl et has been distributed to all State enpl oyees.

If you have any further questions that the panphlet does not answer, contact
our Gvil Rights Director, Cheryl Prejean Greaux at (202) 692-0204.

Expi ration Date: FI LI NG | NSTRUCTI ON:
Decenber 31, 2000 Adm ni strativel/ G her Prograns



April 25, 2000

SUBJECT: Fi scal Year 2000 Administrative Al otnents
and Staff Year Allocations

TGO Al Rural Devel opnent State Directors
National O fice Allottees

In ny nenoranda of Decenber 21, 1999, and February 14, 2000, | established the
State Directors and National Ofice senior managers, respectively, as
allottees for FY 2000 admi nistrative funds. | explained that you are legally
responsi bl e and accountabl e for not exceeding the funding Iimt, and that
these allotments are subject to the Antideficiency Act, which carries both
civil and crimnal penalties for violations in exceeding funding limts.

The Departnent Budget Manual, Departnental Regulation (DR) 2000-1 is the
regul ation controlling expenditures under the Antideficiency Act. DR 2000-1
refers to the allotnent |evel as the adm nistrative subdivision of funds

considered to be subject to this level of control. Rural Devel opnent
Instruction 2009-B outlines the general responsibilities for naking
allotnents, limting obligations and expenditures and requirenents for

reporting violations of the law. Rural Devel opnent Instruction 2009-B is a
part of the Master Procedures File maintained in each State office and in
central headquarters |ocations; however, an OGC opinion determ ned that since
Rural Devel opnent Instruction 2009-B is applicable to this distribution of
funds, a copy of this instruction should be furnished to each individua

enpl oyee to whomthese responsibilities are assigned. Accordingly, your

i ndi vidual copy is attached.

I f you have any questions regarding this information or your responsibilities
as an allottee, please contact Ann Dill, Director, Budget D vision, at 202-
692- 0122.

/sl Jill Long Thonpson
JILL LONG THOWPSON
Under Secretary

Rur al Devel opment

Att achnment s
RD I nstruction 2009-B
DR2000- 1, Paragraphs 128, 132

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Sept enber 30, 2000 Adm ni strative/ O her
Pr ogr ans



April 11, 2000

SUBJECT: Wor kf orce Recruitnment Programfor College Students
with Disabilities

TO National Ofice Oficials, RHS, RBS, RUS
Rural Devel opnent State Directors

The U. S. Departnent of Agriculture has announced its participation in the
2000 Workforce Recruitnment Programfor College Students with Disabilities
(WRP). The WRP is a recruitnment and referral programthat provides a
systematic review of applications fromcollege students and recent coll ege
graduates with targeted disabilities for enploynent. To be eligible for this
program the students nust have a targeted disability, be enrolled in a

coll ege or university working toward a degree or certificate, and be
interviewed by a WRP recruiter

The WRP i s cosponsored by the President’s Conmittee on Enpl oynent of People
with Disabilities and the Departnent of Defense. |In a nenorandum dated

Cct ober 16, 1999, a nationwi de commitnment was issued by the President to

i ncrease the enploynment of people with disabilities, including disabled
veterans. Diversity Specialists estimate that as much as 37 percent of
enpl oyees in the workforce of the future will be individuals with
disabilities.

There are nore than 1,000 students avail able for sumer, tenporary, student
educati onal or permanent enploynment. The information on each student is
avai l able on a sunmary sheet. Mbst students who are on the database will be
eligible for appointments under one of the special excepted authorities for
persons with disabilities.

There will be adaptive technol ogy services available for sunmer hires (e.g.

t el ecomuni cati on devices for individuals who are deaf and braille printers,
screen readers, and other readi ng devices for individuals who are blind).
Sign | anguage interpreter services are also available in sone |ocations. For
nmore informati on on these services, you may contact the Computer/El ectronic
Accommodat i ons Program (CAP) at (703) 681-8813.

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Decenber 31, 2000 Adm ni strative/ G her Prograns



There will be a limted anount of housing available for students enployed in
the Washington, D.C. area. Once a firmjob offer has been made to a student,
t he student can contact the Housing Coordinator who will assist themin
choosing and contacting a housing facility. There is no guarantee that
housing will be available, so housing arrangenents will need to be made

i medi ately. The cutoff date for housing is May 5, 2000. Any students hired
after this date nust make their own housing arrangenents. The Housing

Coordi nator is:

Ms. Di ane Levesque
Voi ce: (703) 695-0105
Fax: (703) 695-4619
E.mail: | evesqud@r. osd. m |

For managers in field offices, |ow cost housing should be identified for the
enpl oyees. The cost of the housing is the enployee’'s responsibility.

If you are interested in using the Wrkforce Recruitnent Program please
conplete the attached request application and fax it to Junius W Scott,
Per sonnel Management Specialist, at (202) -692-0295. [If you have any
guestions, please call himat (202) 692-0199.

DI ANA SHERMEYER
Di rector
M ssi on Area Personnel Services Division

At t achnment



WORKFORCE RECRUI TMENT PROGRAM
USDA Request for Position

Sumer Position Title: Seri es/ G ade:

O fice Location:

Is the office accessible by public
transportati on?:

Job Duties/Responsibilities:

Requi red Know edge, Skills, and
Abilities:

If you previously participated in this and |ike to request the same student
(if available), please indicate student’s nane:

Nane: Phone Nunber:

Emai | Address:

Fax Nunber :

Pl ease fax formto: Junius W Scott, Agency Disability Enpl oynment Program
Manager, at (202) 692-0295 or emmil to jscott@dmail.rural.usda. gov.



April 4, 2000

SUBJECT: Unnunbered Letters |Issued in February 2000

TO Rural Devel opnent State Directors,
Rural Devel opment Manager s,
Conmuni ty Devel opnent Managers,
and National Ofice Oficials

Attached is the Iist of Unnunbered Letters issued for the nonth of February
2000.

JEANNE JACOBS
Chi ef
Regul ati ons and Paperwor k Managenent Branch

At t achnment
EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
February 28, 2001or earlier Adm ni strative/ G her Prograns

when no | onger needed for reference



Dat ed

02-02-00

02-02-00

02-11-00

02-11-00

02-14-00

02-15-00
02-15-00
02-22-00

02-24-00

02-24-00

02-24-00

02-25-00

02-28-00

02-29-00

UNNUMBERED LETTERS | SSUED FOR
THE MONTH OF FEBRUARY 2000

Subj ect

Rural Business Qpportunity Gants
Manual Obligation Process

Conmunity Facilities Loan and G ant
Pr ogr ans

Rural Devel opnment Policy Statenent on
t he Prohibition of Sexual Harassmnent

Pol i cy Statenment on Equal Enpl oynment
Qoportunity and Gvil R ghts

Interest Rate Changes for Housing
Prograns and Credit Sal es ( Nonprogram

Uni Fi / FASTel | er Trai ni ng
St at e Engi neer Trai ning
RHS/ RBWS Basi ¢ Envi ronmental Trai ni ng

Vol untary Leave Transfer Program
(Deanna Pl auche)

Vol untary Leave Transfer Program
(Bridzette M Lane)

Busi ness I ndustry Guaranteed Loan
Program North Anerican Devel opnent Bank
Conmuni ty Adjustnment and | nvest nent
Program Maxi num Si ze Limtation

Unnunbered Letters |ssued in January
2000

FY 2000 Program Loan Cost Expense Funds
for New Construction Miulti-Famly
Housi ng Apprai sal s

Rural Community Facilities Tracking
System Wb FOCUS Tr ai ni ng

Di stribution

S/'D

S/'D

RD Enpl oyees

RD Enpl oyees

S/'D, RDM CDM

S/'D
S/'D

S/'D

S/'D, RDM CDM NOO



March 30, 2000

SUBJECT: Advance Pl anni ng and Schedul i ng of Annual Leave to Avoid Leave
Restoration in Cal endar Year 2000

TGO Rural Devel opnent National Ofice Oficials
Rural Devel opnent State Directors

The purpose of this menorandumis to further rem nd everyone of the Rura
Devel opnment policy concerning the inportance of planning and schedul i ng
accrued annual |eave to avoid | eave restoration at the end of the year

I want to conmmend the efforts managers and supervi sors have shown in pl anning
and schedul i ng annual | eave which has resulted in fewer requests from

enpl oyees for restoration of forfeited annual |eave. Those enployees who in
rare instances had no reasonable alternative but to forfeit schedul ed | eave,
fully met the criteria for exigency for the public business. Rur a

Devel opment will again this fiscal year be faced with nmaxi m zing the inpact of
reduced funding for staffing and other resources that support our prograns.
As a result, it is even nore inportant that managers, supervisors, and

enpl oyees nonitor and schedul e their |eave throughout the year to avoid
excessi ve annual | eave carryover bal ances at the end of this |eave year
January 13, 2001.

Al t hough Rural Devel opnment has in the past had m ssion area-w de circunstances
whi ch necessitated approval of a nationw de exigency of the public business in
connection with critical activities, | do not anticipate the need for a

m ssi on area-w de declaration of an exigency in the 2000 | eave/ cal endar year
Wth proper |eave planning early in the | eave year by each enpl oyee, a
petition for |leave restoration will be necessary only in rare situations.
Sufficient information nust be furnished to docunent that a need for the
public exigency exists and there is no reasonable alternative to canceling an
enpl oyees’ s | eave.

Leave approving officials nust be aware of |eave policies and procedures in
col l ective bargai ning agreenments. Any questions concerning union issues
shoul d be referred to Sarah L. Smalls, Director, Labor Relations Staff, Human
Resources, at (202) 692-0299.

/s/ JILL LONG THOWPSON
JILL LONG THOVPSON

Under Secretary
Rur al Devel opment



March 14, 2000

SUBJECT: State FFI'S Representatives

TGO National Ofice Oficials
Rural Devel opment State Directors

ATTN. CADI Fund Control Oficers

As you are aware, Rural Developnent is required to transition to the
Foundati on Financial Information System (FFI'S) on Cctober 1, 2000. A major
part of this transition is to review information in CAD and the rel ated
feeder systens (e.g. PRCH TRAV, TRAl, etc.) to make sure they are accurate.
This will include a review of all open itens to determne validity.

| amrequesting a point of contact fromeach state office and National Ofice
Division to assist us in these efforts. M office will periodically send FFI' S
information and data for verification. Your point of contact is to assure
distribution to the responsible parties and that data/information requested is
returned by the due date.

Pl ease send the followi ng information for your FFI'S point of contact:

Name:

Addr ess:

Tel ephone nunber:
Fax nunber:

Emai | address:

You may fax your response to Deborah Collins at 314-539-2756 or e-nmil her at
deborah.col lins@t!.rural.usda.gov, by close of business March 22, 2000. |If
you have any questions or need additional information, please call Deborah at
314-539- 3520.

/sl
CHRI STI NE C. BURGESS
Acting Chief Financial Oficer

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
March 31, 2001 Adm ni strative/ O her Prograns



March 8, 2000

SUBJECT: Equal Opportunity Public Notification Policy
Depart mental Regul ati on 4300-3

TGO Al Rural Devel opment National Ofice Oficials
Al Rural Devel opnent State Directors

On Novenber 16, 1999, USDA issued the subject Departnental Regul ati on which
establ i shes policy to ensure positive and continuing notification of USDA
equal opportunity to the public.

It is the policy of USDA not to discrimnate agai nst any person, as specified
bel ow. W are to communicate this policy to the public through all appropriate
USDA public information channels. In addition, we are to reach out in
proactive ways to persons who have not participated in our prograns or
activities through all public contacts.

One way of reaching out to the public is through the posting of the USDA

Nondi scrim nation Statenent on all materials produced by USDA and its agencies
for public information, public distribution, or public education. Section 7 of
t he Departnental Regul ation provides a description of the USDA
Nondi scri m nati on Statenent.

This nmeans that all docunments -- such as brochures, fact sheets, annua
progress reports and the like -- neant for public consunption should contain
the following full nondiscrimnation statenent:

The U.S. Department of Agriculture (USDA) prohibits discrimnation in all its
progranms and activities on the basis of race, color, national origin, sex,
religion, age, disability, political beliefs, sexual orientation or marital or
famly status. (Not all prohibited bases apply to all prograns.) Persons
with disabilities who require alternative neans for comunicati on of program
information (Braille, large print, audiotape, etc.) should contact USDA s
TARGET Center at 202-720-2600 (voice and TDD).

To file a conplaint of discrimnation, wite: USDA, Director, Ofice of Gvi
Ri ghts, Room 326-W Whitten Buil ding, 14th and | ndependence Avenue, SW
Washi ngt on, DC 20250-9410 or cal

202- 720- 5964 (voice and TDD). USDA is an equal opportunity provider and

enpl oyer.

However, if the material is deemed too small or otherw se unable to easily
facilitate the full nondiscrimnation statenent -- such as on |etterhead,
newspaper advertisenments, news releases, etc. -- the material will, at a

m ni mum include this shortened statenment (in print size no smaller than the
text):

EXPI RATI ON DATE: March 31, 2001 FI LI NG | NSTRUCTI ONS
Adm ni strative/ G her Prograns



USDA Rural Devel opnent is an Equal Opportunity Lender, Provider, and Enpl oyer.
Conpl ai nts of discrimnation should be sent to: USDA, Director, Ofice of
Gvil Rights,

Washi ngton, D.C. 20250-9410

To comply with the Departnental Regulation, all Rural Devel opnment Agenci es
will replace their printed material, once their existing supplies have been
exhausted, with the new nondi scrim nation statenent.

We are including a copy of the new directive for your review and gui dance. |If
you shoul d have any questions, please contact Cheryl Prejean G eaux, Director,
Cvil Rights Staff, on

(202) 692-0204 (Voice), 692-0107 (TDD), or 692-0276 (Fax).

JILL LONG THOWPSON
Under Secretary
Rur al Devel opment

At t achnment



March 2, 2000

TGO National O fice Enpl oyees
FROM Cheryl Prejean G eaux
Di rector

Cvil Rights Staff

SUBJECT: Rur al Devel opment
Equal Enpl oynent Opportunity Prograns

The alternative dispute resolution program|aunched July 13, 1999, is
available to all enpl oyees seeking to proactively resolve conflicts. Rura
Devel opnment i ncreased the nunber of minorities in the workplace in 1999 and

i ncreased the nunmber of Bl ack and Asian enpl oyees, while the overall workforce
decreased. Rural Devel oprment continues to have good representation

(63.7 percent) of wonen in its workforce. W rkforce statistics reflect steady
i ncreases for Hispanics, Asian American men, and Anmerican Indians in the GS 13
to GS-15 category.

Qur mandat ed Speci al Enphasis Managers for Rural Devel opnent are:

Hel en Cordero Di sability Enpl oynent Program Manager
(202) 692-0092

Alice Geen Federal Whnen’ s Program Manager
(314) 539-2966

Jacquel i ne M cheli H spani ¢ Enpl oynent Program Manager
(202) 692-0099

If you need additional information regardi ng enpl oynment prograns for Rural
Devel opnment, pl ease contact ne at (202) 692-0204 (Voice) or (202) 692-0107
(TDD).

Attachnent (Not available on the Internet)



Feb. 11, 2000

SUBJECT: Policy Statenent on Equal Enpl oynment Cpportunity and G vi
Ri ghts
TGO Al Rural Devel opnent Enpl oyees

Assuring equal opportunity in enploynent and programdelivery is a key
ingredient in all Rural Devel opment prograns. W have cone far in providing
opportunity for all Rural Devel opment enpl oyees. W have al so cone far in
openi ng our progranms to all qualified applicants; however, the road ahead is
full of opportunity inprovenent.

Cvil Rghts laws require that Federal enpl oynment and Federal prograns be
conducted in a nondiscrimnatory manner. Specifically, it is prohibited to

di scrimnate unl awfully agai nst anyone on the basis of race, color, religion
sex marital status, sexual orientation, national origin, age, or disability in
enpl oyment or programdelivery. It also is unlawful to take any act of

repri sal against anyone for involvenment in equal opportunity activities.

Equality in all aspects of the enpl oynment experience nmust be the hall mark of
our human resource managenent system pronotions, awards, and devel opnent al
assignments. Qur overall objective is to make it possible for all enployees
to have equal access to the rewards as

well as to the responsibilities of making this fine organization function
snoothly for the benefit of rural America.

To achieve this objective, all supervisors and managers mnust devel op a
positive, problemsolving approach to handling enpl oyment discrim nation
conplaints, to work at understanding the basis for conplaints, and to nmake
every efforts to inprove conmmuni cati ons anong ourselves to avoid

m sunder st andi ngs that |ead to EEO di scrimnation conplaints, as well as union
and enpl oynent grievances.

We nust reach out to those groups which historically have been negl ected, and
insure that we are inclusive rather that exclusive, in all aspects of our
programdelivery. W nust identify barriers that have prevented ful

partici pati on of underserved groups and devel op i nnovative strategies to
overcone these barriers.

EXPI RATI ON DATE: FI LLI NG | NSTRUCTI ON
January 30, 2002 Adm ni strative/ G her Program



Let nme assure you that this statenent is an affirmati on of ny personal
conmtment to equal opportunity in the workplace and in the delivery of
progranms. The success of our civil rights programis dependent upon each of
us and is nmeasured by the public we serve. Consequently, our success is
directly related to the effectiveness of our civil rights program

| am personally committed to a strong civil rights program | expect the sane
conm tment from each enpl oyee, supervisor, and nanager.

| am aski ng each person to join Team USDA Rural Devel opnent to nmake our civil
rights programone that we can | ook upon with pride.

/S
JILL LONG THOVPSON

Under Secretary
Rur al Devel opment



Decenber 27, 1999

SUBJECT: Del egation of Agency Technical Approval Authority
for Fiscal Year 2000

TO Rural Devel opnent State Directors

The purpose of this menorandumis to del egate agency Techni cal Approval (TA)
authority for specific Federal Information Processing (FIP) resources based on
the conditions described bel ow

Thi s menor andum del egates to you Agency TA authority within the limts

described below. This authority may be redel egated by you to subordi nates as
necessary.

1. FIP Supplies: Individual orders nmay not exceed $10,000 and the tota
yearly anmount nmay not exceed your supply budget allocation
e.g., printer cartridges, diskettes, tapes.

2. FIP Support Services: Each order nmay not exceed $2,500 and the tota
yearly amount nmay not exceed $25,000. FIP support services
related to tel econmuni cations are further restricted, as
described in 3 (b), bel ow.

3. Tel ecommuni cati on Needs:

(a) Services: These may be paid as necessary up to your
t el ecommuni cati ons budget allocations. However, any new
1- 800 nunber services nust be approved by the full field
services committee; consequently, requests for new 1-800
nunber services nmust be submtted to the Chief Information
Oficer (C1O for appropriate referral.

(b) Hardware, Software, and Support Services: This approva
aut hori zes the acquisition of any hardware, software, or
support service required to continue the operation of
currently installed, previously approved hardware and
software for voice and data transm ssion. This del egation
does not include the acquisition of FIP resources for the
establ i shment of new office setups.

4. FIP Miintenance: Mst of the Agency FIP equipnent is
mai nt ai ned under a nati onwi de mai nt enance contract operated
by I1BM If you have FI P equi pnent not covered under the
| BM contract, you should seek approval fromthe Chief

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Sept enber 30, 2000 Adm ni strative/ G her Prograns



Information Officer to add the equi pnent to the | BM
contract. |If the equi pnent cannot be added to the |IBM
contract, maintenance orders for each piece of equipnent
shall be placed by your office, but the dollar anount of
each order may not exceed $25, 000.

5. FIP Equi prment: Requests for FIP equi pnent other than as descri bed
under 3( b), above, nust be submtted to the CIO for review

6. FIP Software: FIP software purchases nust be nmade in accordance
with RD I nstruction 2006-V, Policies for Rural Devel opnent
software. This delegation permts State Directors to
purchase up to two copies of any comercial software.
Purchases in excess of this anount nust be submitted to the
C O for review

Acqui sitions that fall outside of the scope of this del egati on menorandum nust
be subnmitted to the CTOto obtain TA. Depending on the dollar value, the
acquisition may require TA fromthe Departnent.

Thi s del egati on nandates that other provisions of Federal (i.e., Federal

Acqui sition Regul ations), USDA, and Rural Devel opnent regul ations be foll owed.
These provisions require certain analyses (e.g., requirenents anal ysis,

anal ysis of alternatives, and benefit cost analysis) be conpleted to support
acqui sition of FIP resources other than supplies. Attached is a two-page form
that, when conpleted, will assist you in satisfying this requirenment. Wen
procuring FIP supplies, it is only necessary to provide a brief justification
usually on the procurement request itself. Copies of the appropriate

docunent ati on nust be mai ntained with your procurenent files. The Information
Resour ces Manager woul d be responsible for ensuring that TA requirenments are
met .

Questions regardi ng these issues should be directed to Steven R Mers,
Director, Managenent Control Staff, at (202) 692-0052.

LEONARD HARDY, JR
Deputy Admi ni strator
for Operations and Managenent

Attachnent (Not available on the Internet)



December 21, 1999

SUBJECT: Fi scal Year 2000 Admi nistrative Budget Allotnents
and Ful |l - Ti me Equi val ent All ocati ons

TGO Al Rural Devel opnent State Directors

Thi s menorandum provides your initial State adm nistrative funds allotments
and full-tine equivalent (FTE) ceilings for Fiscal Year (FY) 2000. Wth the
all ot ment of these funds, each State Director assumes full control of and
responsibility for the funds. Wthin |egal guidelines, you may determ ne how
funds will be spent in order to best utilize the avail able resources for your
State. Funds may be reprogranmed to neet your specific needs w thout having
to obtain prior approval fromthe National Ofice. Please renenber, you now
have the | egal responsibility for not spending nore than the amount provided
and will be held accountable under the Antideficiency Act if funding limts
are exceeded.

Rural Devel opnment Instruction 2009-B outlines the general responsibilities for
[imting obligations and expenditures, as well as requirenents for reporting
violations of the Antideficiency Act. Violations of the law carry both civi
and crimnal penalties. It is essential that you plan carefully for the use
of your administrative resources, nonitor themclosely to ensure that
obligations do not exceed authorized levels and that funds renmain available to
meet all of your admi nistrative needs, including salaries and benefits,

t hr oughout the entire fiscal year

Al though States will receive an allocation for their full FY 2000 FTE ceiling,
the hiring freeze will remain in effect until further notice. As a result of
the freeze, funding for the salaries and benefits allotnments have been

cal cul ated based on each State’s actual on-board enpl oynent |evels reported on
the National Finance Center (NFC) SF-113G report as of Novenber 20, 1999,
which were then multiplied by that State’s average sal ary and benefit rate.
Fundi ng for pronotions and wi thin-grade increases were cal cul ated based on the
full FTE ceiling for the entire fiscal year, and the full amunt was incl uded
inthe allotment. Costs associated with the pay raise are not included in
this allotnent. These costs will be individually calculated for each State
after the pay raise takes effect in January in order to utilize the regiona
locality rates.

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Sept enber 30, 2000 Adm ni strative/ G her Prograns



Under the hiring freeze, States have been authorized to apply to ny office for
wai vers to permt themto hire additional enployees within their FTE ceiling.
If approval is granted, the State nust provide the follow ng information to
the Budget Division: the enployee’'s name, grade/step, actual salary and
benefits rate, and start date. When this information is received by the
Budget Division, the State’s allotment will be increased to cover the

addi tional salary and benefits cost for the new enpl oyee.

As has been the case in prior years, States have not been provided with
funding to cover lunp sum paynents to separated enpl oyees for unused annua

| eave (object class 1183) or severance pay for former enpl oyees (object class
1301). The National Ofice will reviewthe monthly NFC reports and wll
automatically reinburse States for charges incurred in these object classes.
Revi sed allotnent notices increasing State funds by the appropriate anount
will be issued on a quarterly basis subsequent to charges being incurred.

There has been an across-the-board reduction in the general support allotments
for headquarters and field offices. The overall FY 2000 State general support
| evel was cal cul ated by reducing the FY 1999 initial allotnment |evel for the
field in total by 20.7 percent. The revised |level was then distributed based
on each State’s FY 2000 FTE ceiling.

In FY 2000, all States are required to continue to use the Central Accounting
Dat abase | nquiry/Funds Control System (CADI), including the Salaries and
Benefits (S&B) nodule, to record and nmonitor administrative allotnments. Each
State shoul d devel op an adm ni strative operating plan based on the funding
amounts shown on the attachment. State plans, including salaries and
benefits, nmust be entered into the National Finance Center (NFC) Budget and
Qperating Plan System (PLAN) by January 31, 2000. The NFC PLAN shoul d be

adj usted as necessary throughout the fiscal year to reflect reprogranm ngs or
ot her changes. (There is no requirement to submt copies of your plan to the
National Ofice.) During the fiscal year, all transactions initiated and/or
processed by your State nust be inmediately entered into CADI and al

unmat ched transactions nust be reconciled on a weekly basis.

Currently, States receive the RC 502- ADM 14, Status of Allotnent Ledger
Accounts (bject Class Distribution of Adm nistrative Expense (bligations,
report fromNFC. This report shows all obligations incurred agai nst each
State?s cost center and is the official docunent used by NFC to report
obligations to the Departrment of the Treasury. This report should be
monitored to ensure that all adm nistrative obligation anmounts, including
sal ary and benefit costs, are consistent with your CAD anounts.

States will continue to nmonitor salaries and benefits through the CAD S&B
nodul e and CADI managenent reports. S&B ties directly into IR'S, the
payrol | / personnel database, and autonatically cal cul ates within grade

i ncreases, |adder pronotions, etc. S& ad hoc reports provide information on
actual salary and benefit expenses in each State along with the capability to
run projections based on different staffing scenarios.



The S&B nodul e al so provides a projection of anticipated costs for all unpaid
pay periods for the remainder of the fiscal year. Many States have been
entering the projection amount into CADI as a commitnent using the AD 700
screen. This permts the States to get a nore accurate view of their funding
situation and any potential overages or |apses at year-end. Use of this too

i s mandatory; however, in order to be used effectively, States nust renenber
to make the necessary adjustnents in CADI every two weeks as the additiona
pay periods process in order to avoid double counting of payroll costs.

States will continue to be responsible for tracking their full-tine equival ent
(FTE) levels. FTE levels can also be tracked through the S& nodul e. The FTE
| evel s provided to your State on the attachment include all types of

enpl oyment in your State, i.e. full-tine and part-tinme permanent and tenporary
enpl oyment, intermttent enploynent and any special enploynent categories.
Overtime expenses are charged agai nst your administrative allotnent, but are
not charged agai nst your FTE ceiling; therefore, the overtime anount included
in the total FTE anmount reflected in the CADI S& nodule will need to be
manual | y backed out in order to achieve a true FTE total

The FTE level is a cumul ative nmeasure of all the regular tine worked by al

enpl oyees in your State throughout the entire fiscal year. Every regular hour
wor ked by every enpl oyee in your State counts against your FTE ceiling. The
State Director is responsible for devel oping an enpl oyment plan which will
result in each State staying within their FTE ceiling. An FTE overage coul d
result in a shortage of funds and an antideficiency status.

In recent fiscal years, the m ssion area has been exposed to a | arge nunber of
unf orseen Equal Enpl oynment Opportunity (EEQ and civil rights cases that were
not included in the agency budget projections. As stipulated in FY 1999, any
civil rights, EEQ, or tort claimsettlements resulting from post-1998 actions
will be paid from State admnistrative allotnents.

Questions regardi ng your adm nistrative allotment should be directed to Susan
Nance, Chief, Adm nistrative Prograns Branch, Budget D vision, at 202-692-
0130.

/sl Jill Long Thonpson
JILL LONG THOWPSON
Under Secretary

Rur al Devel opment

Attachnents (Not avail able on the Internet)



Decenber 21, 1999

SUBJECT: Unnunbered Letters |Issued In Novenmber 1999

TO Rural Devel opnent State Directors,
Rural Devel opment Managers,
Conmuni ty Devel opnent Managers,
and National Ofice Oficials

Attached is the list of Unnunbered Letters issued for the nmonth of Novenber
1999.

/sl

JEANNE JACOBS
Chi ef
Regul ati ons and Paperwor k Managenent Branch

At t achnment
EXPI RATI ON DATE: Decenber 31, 2000 FI LI NG | NSTRUCTI ONS:
or earlier when no | onger Adm ni strative/ O her

needed for reference Pr ogr ans



UNNUMBERED LETTERS | SSUED FOR THE MONTH CF NOVEMBER 1999

Dat ed Subj ect Di stribution
11-02-99 Report of Unauthorized Assi stance S/ D
11-02-99 Y2K Busi ness Continuity Conti ngency S/ D, NOO

Pl an ( BCCP)
11- 04- 99 Qui delines for the Devel opnent of FY 2000 S/ D

Cvil Rghts Inplenmentation Plan Update and
Supporting Workl oad and Performance Data

11- 05-99 National O fice CAD /Funds Control System NCO
(CADI) Users Goup Tel econference
11- 05-99 State O fice CADI/Funds Control System S/ D
(CADI) Users Goup Tel econference
11-08-99 Security Requirenents for Loans to S/ D
Nati ve Americans
11-09-99 Transportation I ncentives RD Enpl oyees
11-16-99 Awar ds NO Enpl oyees
11-23-99 Unnunbered Letters Issued In S/'D, RDM
Oct ober 1999 CDM NOO
11-24-99 | ssuance of Property Passes NOO
11-24-99 New Shuttl e Schedul e NOO
11- 30-99 Interest Rate Changes for Housing Prograns S/'D, RDM CDM

and Credit Sal es ( Nonprogram



Novenber 24, 1999

SUBJECT: New Shuttl e Schedul e

TG Rural Devel opnent National Ofice Oficials

Attached is the new shuttle schedule for the Food and Nutrition Service (FNS)
shuttle. Please note that not only did pickup tinmes change but that the
Portal s Building was added as a stop. The schedule is effective on Monday,

Novermber 29'". Please distribute to all enpl oyees.

/sl J. Mchael dark

J. M CHAEL CLARK

Di rector

Support Services Division

Attachnent (Not available on the Internet)

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
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Novenber 24,1999
SUBJECT: Issuance of Property Passes
TG Rural Devel opnent National Ofice Oficials

Effective i mediately, any enployee requiring a property pass to renove

equi pnent, personal itens, etc. fromthe South Building or the NASA Buil di ng
must present a letter or note, signed by their supervisor, authorizing the
renoval of said property to the individual issuing the property pass. The
letter or note will be maintained as part of the official property pass
records.

| ssuers of property passes have been instructed not to issue a property pass
without a letter or note fromthe enpl oyee’ s supervisor.

Contractors who are renovi ng equi prrent for repair do not need a letter of
aut hori zation to renmove equi pnent fromeither building. If you or your staff
have any questions, please contact Judy Steer at (202) 692-0012.

CHRI STCPHER A. GOVEZ
Assi stant Admi nistrator for
Procurenment and Adm ni strative Services

EXPI RATI ON DATE:
FI LI NG | NSTRUCTI ONS
Novenber 30, 2000 Adm ni strative/ G her Prograns



Cct ober 22, 1999
SUBJECT: Franklin Pl anners

TG Rural Devel opnent National Ofice Oficials

The budget for FY 2000 is uncertain. W are nmaking every effort to reduce
spendi ng wherever possible for supplies. The Support Services Division has
reviewed | ast year’s expenditures for Franklin Planner refills and accessories
and has found a | ess expensive alternative.

| amurging offices to purchase the Day Max Pl anner, which offers day-at-a-

gl ance, week-at-a-glance, and nmonth-at-a-glance refills. The refills fit
Franklin Pl anner binders. By purchasing the Day Max Planner we will realize a
40% savi ngs on each refill ordered. The Day Max Planner is a product of
Easter Seals (a mandatory source) and is delivered within 2 to 3 days fromthe
conpany receiving the order. The Day Max Pl anner offers additional
accessories to acconpany its planner just like its counterpart the Franklin

Pl anner .

If you would Iike additional information about the Day Max Pl anner pl ease
visit their website at www. daynmax. com

LEONARD HARDY, JR
Deputy Adm nistrator for
QOper ati ons and Managenent

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS:
Cct ober 30, 2000 Adm ni strative/ G her Prograns



Cct ober 20, 1999
SUBJECT: FY 2000 Procurenent Preference Program Coal s
TGO Rural Devel opnent State Directors

ATTN: Chiefs, Administrative Prograns,
Contract Program Managers

Thi s menorandumtransmits the FY 2000 Procurenent Preference Programgoals for
Rural Devel opnent (Attachment 1). The FY 2000 goals will be uniformfor al
contracting offices. While it is preferable to negotiate individual goals for
each office, the unknown factors of adm nistrative convergence nmake this

i npossi ble for FY 2000. The FY 2000 goals are the same as the FY 1999 goal s,
with the exception of the new HUBZone goal, which is 1.5% and the 1% i ncrease
in the 8(a) goal. The goals reflect our continuing conmtnment to inprove
contracting opportunities for small business concerns, starting with market
research to identify qualified small businesses early in the acquisition
process.

The HUBZone programgoal is newto the agencies this year. The Small Business
Adm nistration (SBA) is now certifying firns as HUBZone concerns and entering
i nformati on concerning those certified firns into the PRO Net autonated
system There are currently 200 firnms certified as HUBZone concerns in three
maj or areas: services, construction, and manufacturing. SBA's PRO- Net can be
accessed via the USDA Acquisition Toolkit web site

(http://ww. usda. gov/ da/ procure. htm). To help meet this new goal, your
contracting staff should becone famliar with HUBZone firnms in your state and
adj acent market areas. Efforts to identify and encourage conpani es which
meet HUBZone eligibility criteria to become certified by SBA should be a part
of your outreach program and acconplishnents.

An inmportant factor in achieving the preference programgoals is accurate
reporting. Wiile it has always been inportant to ensure the accuracy of the
Federal Procurenent Data System (FPDS), a change in the SBA' s procedures for
obt ai ni ng data on each agency’s preference program perfornmance nake accurate
reporting even nore inportant. Starting in FY 2000, the SBA will obtain
information directly fromthe FPDS. This neans that the Departnent and Agency
wi Il not have the same opportunity to review, verify and correct data before
it is reported to SBA, as has

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Sept enber 30, 2000 Adm ni strative/ G her Prograns



been done in the past. Please stress this inmportant change to your staff
menbers who are responsi bl e for procurenent information.

If you or your staff nenbers have any questions about the Preference Program
pl ease contact El aine Larison, Director, Procurenment Managenent Division, on
(202) 692-0245, or Sandy Ellixson, Procurenent Analyst, on (202)692-0108.

LEONARD HARDY, JR
Deputy Admi ni strator
for Operations and Managenent

Attachnent (Not available on the Internet)



Sept enber 7, 1999

SUBJECT: Unnunbered Letters Issued In July 1999

TO Rural Devel opnent State Directors,
Rural Devel opment Managers,
Conmuni ty Devel opnent Managers,
and National Ofice Oficials

Attached is the list of Unnunbered Letters issued for the nonth of July 1999.

JEANNE JACOBS

Chi ef
Regul ati ons and Paperwor k Managenent Branch

At t achnment
EXPI RATI ON DATE: Septenber 30, 2000 FI LI NG | NSTRUCTI ONS:
or earlier when no | onger Adm ni strative/ Q her

needed for reference Pr ogr ans



Dat ed
07-01-99

07-06-99

07-06-99

07-06-99

07-14-99

07-14-99

07-19-99

07-20-99

07-20-99

07-21-99

07-21-99

07-22-99

07-23-99

07-26-99

07-30-99

UNNUMBERED LETTERS | SSUED FOR THE MONTH COF JULY 1999

Subj ect Di stribution
Court-Ordered Discovery on Contenpt of Court S/ D
Charge for On-Farm Labor Housing Program

Advanced Cooperative Specialist Training S/ D
Architectural and Environnental S/'D
Techni cal Support Training

Suspend Di stribution of USDA Audit Program S/ D, NOO
Bookl ets Item No. 222 and 222A

El ectroni ¢ Funds Transfer Tel econference — Change S/ D

of Bridge Number and Pass Code

Merit Pronotion Pl an RD Enpl oyees
Vol untary Leave Transfer Program NOO, S/D

(Laura C. Batcheller)

I nterest Rate Changes for Housing Prograns
and Credit Sal es ( Nonprogram

Audit Reports Tracking System Training

Identification of Cormunity and M grant
Heal th Centers

3% Annual Rural Devel opnent Nati onal
Trai ni ng Conference

Enpl oyee Recogniti on Program

I nformati on Technol ogy Trai ni ng

* AL, DE, GA ID IA IL, IN KS M, M,
MO, MI, OH, TX, W, and Finance Ofice

Non- Recover abl e Program Loan Cost Expense
Fund Year-end Procedures, FY 1999

1999 National Rural Econom c Devel opers
Associ ation Annual Conference

S/'D, RDM CDM

S/'D

S/'D

S/'D

RD Enpl oyees

* Sel. S/ID

S/'D

S/'D



